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Daring: the recent surrey of the above captioned project bj(^ 

"Ji «n WMartnotion of ths edatototrative operation 
or toe project at Son Frwwieae moo reviewed bjr the writer* Since tbo 
tins allotted for tUs wronri nation «u my H a l ted* only a cww iy 



review could bo aade* Do addition It should bo notod that tbo review 
had to ho done in snob a owner ao not to wn o o o aoarlly arouse too 
suspicion of the unwitting employees on too paresises. Baaod upon tola 
review the fallowing observation* were aado* 



1. Qraanlfcstton 




2 . 



The structure of the organisation ha* boon plonaod well 
and too several activity breakdown* gawnUy dofinad 
with Individual branch f a a o tio a* delimited. Thi* 

Innlmloi an orgsnl sa t isnsl chart together with the 
written functions of too respective branches spelling 
out to* responsibilities of those b r a nch es* This had 
been reduced to m organisation chart which shows clearly 

• nletara of too ornBiiatloa* toe one se*lfno>* noted 
here was tbs absence of personnel to fill a majority 
of the responsible positions* to sene case* tbs 
potential brenoh chief had not been selected* to other 
eases* a person had bean selected bat a clearance had 
not been received which retarded hiring or proper use 
of the potential branch chief, however* the subordinates 
were being hired who then would not have proper direction* 
It should bo noted toot office bulletins or directives 
had net been issued covering matter# of hours of work, 
vacation aUeweneea and various other natters for the 



attention of toe employees* This natter was called 
to the attention of toe appropriate vise president to 
charge who advised that these factors would be developed 
iianadiataly and made a part of the employees annual* 
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a* Office Records and Reports 



At this early stags operations bad not developed 
to to* point where it was possible to make a 
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SECRET 



emphasis placed on its accomplishment and its 
effectiveness* The covert sail is handled 
entirely by cleared personnel and generally 
under appropriate control. Exceptions are 
covered in the report on saourlty. The overt 
filing was not examined. In addition to the 
central file room, each branch chief has in 
his custody a three combination lock fireproof 
safe where materials are stored* While the system 
appears adequate at this time msd satisfactory in 
its operation, such things as the type and use 
of the material handled, the nature and else of 
the enterprise and the peculiarities of the 
operation which will necessarily influence the 
oaks up of the filing system and My have to be 
adjusted as seeds arise. 

e. Telephone Servioe 

* 

The telephone servioe is adequately secured aid 
protected by a system installed with the approval 
of the Security Office and affords as much security 
as can be obtained for this type ef communication 
equipment under present operating conditions. 

f. Physical Facilities 

The present office location is a temporary one and 
therefore will be oonsidared only in that light. 

The office is located in a central business district 
in a two story building which is in excellent condition. 
All offices are located on Idle same floor. The clerical 
personnel are generally situated in the central part 
with the main offices in individual rooms surrounding 
the central group. The building is not protected by 
a guard but adequate protective devices have been 
installed for security purposes. It does not present 
an expensive front and therefore is in keeping with 
the type ef organisation and its stated mission. The 
general appearance Is one of neatness sod orderly 
operation. The furniture is not expensive in appearance 
but is adequate. From outward appearances one is 
impressed by the industriousness of the employees sad 
the general appearance of the office. Immediately 
upon entering the quarters occupied by Committee for 
a Free Asia, Inc., there is a reception room and 
telephone switchboard. The receptionist at that 
looatlon is a very pleasant and well groomed young 
lady whose performance is commendable. 
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g. Office Conditions 

Hie general working conditions in the office, from 
a physical standpoint, axe excellent* The lighting 
is very good aid the basic types of artificial 
lighting are quite satisfactory. Ventilation 
is good and other necessary facilities for 
proper working conditions appear to be in order* 

h* Office Equipment 

Office equipment, other than the necessary furniture, 
is liruited to typewriters, adding machines, and a 
mailing machine* Expenditures for this equipment 
appear to be reasonable for present operations . 

The only questionable Item noted was the purchase 
of twenty three combination lock filing cabinets* 
However, it was reported that it was necessary to 
purchase these cabinets in a group lot in order to 
obtain an appropriate discount on the purchase* 

Under the circumstances this purchase therefore 
did not appear unreasonable* It should be noted 
that a substantial discount was obtained on all 
furniture and equipment purchases* 

i* Personnel Relatione 

In any discussion of personnel management it wist be 
remembered that effective personnel relations mast (1) 
have the backing of top management, (2) be oonstant 
in its approach sad O) keep the human element in 
mind. These general principle 3 and guides can be 
considered but the actual application depends upon 
the individual situation, particularly as it applies 
to personalities* This latter factor predominates 
in the review of the GTA office, since a very definite 
personality clash existed among the Vise President 
for Administration, the Chairmen of the Board of 
Streeters and certain personnel within the i n wa d iate 
office* This was reflected in testimony obtained 
from various personnel including the Chairman of 
the Board, the President and the Vies President in 
question, Hr* Edward Kennedy* glace Hr* Kennedy 
is no longer with the organisation, it appear* that 
the largest obstacle to good personnel relatione has 
been removed. This reported condition wee in the 
nature of an undercurrent rather than any open conflict 
up to the time of the examination of the office and 
there for 3 was not generally noticeable throughout the 
office* 



4 *- 



j 



SECRET 



(1, Selection of Personnel 

The selection of personnel was progressing at 
a vary satisfactory pace, particularly those 
for the unwitting positions* Jhe selection 
of cleared personnel of necessity was 
progressing At a auch slower rate* The 
oaiiber of the oersonnel asDloTsd in 
general was high. Xt was net possible 
during this review to aafee m analysis 
sad stadf of offio# job* or individual 
performance. this should be done at a 
later date* 

(2) Training of Personnel 

There van no pr ogr am for training of office 
personnel other than on the Job training 
since none of the jobs were specialised 
to the point where such training was 
neceaeary. The persona employed to date 
possess the qualifications neoessary for 
the respective jobs* The training of 
personnel should be considered at a later 
date* 

J* Office Safety 

The reviewing officer did not have m opportunity to 
review this particular factor, particularly as it 
applies to liability for accidents, eto* 

k* i'iaQsgeri&l Control of Office Output 

As of the date of the survey, neither the administrative 
nor the substantive programs were spelled out in other 
than general fora* The specifics had not bean developed 
or spelled out* ho ast oat shove, office time standards, 
office manuals, budget controls, and ether procedu&l 
matters had not been established. Both the vice 
president for adjatnlstration and the president, Mr* 

George Greene, were requested to prepare such programs 
in terns of budget requirements together with target 
dates so that the expenditures and progress could be 
adequately reviewed by the Board of Directors and 
Headquarters* 

1* Security 

The security and cover status of CFA are generally 
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cove rod in another portion of tho report of thi* trip* 

3* Sss&m 

Generally spooking* the fundfaental considerations of the 
office organi&stion and mansgsment of CFA were aatiefaetory 
for the length of time that the organisation has been In 
operation* However* the review revealed numerous factor* 
which needed inasdlate attention* iMle there ie no attempt 
to Minimise or axeuss the absence of certain festers or the 
iwrjr United development of others, tho abeeaee of qualified 
and fully cleared personnel has heopered adequate coverage 
on these delinquent points during this formative period in 
the development of the committee* However* periodic 
examination of tho points set out above should be effected 
to determine the extent to which admtniatratlvc mmagenest 
and ocntrol is being exercised* 
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